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lAr.agamant Offioer 4 April 1950 

Chief * Administrative sitaff 
Survey, Fiscal Division 


1. Ths subject survey dated 27 f larch 1860 has been reviewed with 
officers of ths lsoal Division and consideration given the roo asBaeada- 
tlens as you have requested. Concurrences are indicated on a number 

of individual suggestions* however* in certain oases our appraisal of 
findings differs in substance fro® the survey, the differenoes of 
opinions are explained and supported by lavs and regulations, inter- 
pretations and statistical data* or references to practical experience 
already gained in the nature of satisfactory performances in a '‘going 
and growing concern* 1 * In addition* our position lias taken cognisance 
of projected trends la the growth of the Agency and the factors which 
affect the operations and production of the Fiscal Division. 

2. In giving consideration to the survey* it is felt that in 
connection with certain c assents the reeommendatl on* nay have been 
baaed upon gone rail Wan and it is believed that a wore detailed con- 
sideration should be given before arriving at a final deteraination. 
Reference tr* survey paragraphs with cements * follows t 

fl ar*«_ *»(!)(») - Huaereus written directives have been issued for 
*he guidance of Tranoh officials in the Fiscal Division. However* 
statements of tho duties and responsibilities of each individual in tho 
Division have not been prepared within the Division in writing for the 
reason that do tailed statements written by tho Classification Branch, 
Personnel Division, are available and have been reviewed by each employes 
in the Fiscal Office. It is believed that to attempt to prepare detailed 
descriptions would result in duplicating the efforts of the Glassifica- 
tion Officer. 


- There *re throe Branches within the Division where 
overtime has been performed slnoe the inception of the Organisation. 
Fbr the purpose of commenting, a statement for each branch is listed 
as follows} 


Payro ll t 
tfrew SE t 5 


Overtime in this Branch has been necessary in filing re- 

aid tax reports and for heading individual earning record cards 
for the anti re Agency and this is not considered a function to "maintain 


currency*. So overtime would have b^- ra n 
the reports nr*** f a ij 1 1 

Document Ko. ~r 

He Sfeangs CSa5S * L-J 

rn Bscla'ssus^ 

Slats* Citatg'-t 

®«* w tn 
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JRwnwli This Branch forms a smll unit in which not wore than 
f<wr people My® bom on duty and overtime was required beoau.se of a 
work backlog during absence or as a re®uit of tho employees on vaoation 
and also whan special reports war® necessitated. Had this .’ranch boon 
“P to T/ 1 strength (It), no overtime would My® Man required* 

Processing » ?he Branch perform®*! overtime during a few 
weekends for th® jmrpoao of preparing document n of the predecessor 
organisation for the Archives. 

^*£*»*£ • It it desired to point out here, that the functions 
parf ^rawMi "in th® Account* Branch ar® completed with the us® of Mat tonal 
Cash Register Bookkeeping Hachinas. Th® payroll proo*s* for the Agaaoy 
is performed through the media of graphotype and addressograph equipment. 
IMdor th® present ays tows employed, it is believed that all operations 
in th® Fiscal Division which my be proparly parfsrsud by aaohio.es are 
being completed by other than a manual process. 


j3l yw. 4® - t»« are in no position to comment at this time since the 
basis for the statement that thor* would be a reduction of 1600 purchase 
orders per year baa not been established, .'my proposed cMnge should 
he ©artfully reviewed with respect to legality and a close coordination 
pertaining to hilling procedures should be made. 


25X9 


l*sra. ha - In comparing CIA organisational unit strength on the 
basis or average staffing standards established by the lureau of ties 
Budget, consideration Must be given to the special requirements peculiar 
to this Agency. tt would appear that the budgetary annual nan year 
figure has been confused with the actual t/' to arrive at the proposed 
reduction in positions. In this connection. It should be noted that 
in any old line organisation, where personnel my bo procured within a 
period of approximately two weeks, an allowance of approximately 10/.' 
is made in the f/o above the actual budgetary annual man-hour needs, 
la aa Agency like CIA, a greater increase in the ?/ is required to 
permit adequate staffing on the annual man hour basis. In view of the 
foregoing, re-consideration of the matter is necessary and possibly a 
re-survey of the staffing requirements should be «mde. 


Mg’** 6b - While it is stated that a complete complement of per- 
sonnel on duty I I is essential to enable tha Division to carry out 


its present. 

a growing agency, - 
D c c « t'f 3 Idvfsioa Tkfttbe seems ea ry 
iaJ Agency 

„ p 

So* - diseussl 
. ootainkag of 

be‘remsmhere4 thatyfieeal 


. . C % 
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ranee has been given the increase in work- 
increase in personnel in the fiscal 
there will bo an increase by more than 
to fill the presp|*i^f4 Agency ?/ . 


under kb 'above wLth. msawet to overtime, 
rloyees tffifi ^he \p vrs aiJ 0 ».Al pool , It should 
[haicians "re vary available. 
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, » the lineal bivtslo® ppm provlds* for m error 
or tfa» *ork of a itseel Tht« is oo .*•* 



by tbo need fbr the rrsls* of fiscal md ftceoujs&ing, aotoeds mad 
prtoeiflefi with rosfoct to lepuitmatoi sad Hold opareti ..oic# 1’ha 

Fiscal toegnwtoff*# position me only resnat&y placed mdar toa 4 uri.fi* 
diction of thu Fiscal oitlitiari-ieifil duties my be Zormma for eueh «ta 
osf&Opi* la the petition ibr & tafaatowa period of 12 aosttos oa proso&b 
«dp» it ®*o folly agree toe& ditisiaas s&tisto to© <%a&ay sad awe 
within toe <bvsnasi«nt should eoeparatft by aaldag, personal that my be 
•farad available to other** *h» Fi.mil tospeetor laws already boezi do- 
bulled during his ehert *a n&mm& im toe Fiscal Hirisim to the H&mm 
fitflsdm far *a Imfeet&tn aszigtmut though it ma difficult. sparls 
hie fiorsieefi for the period involved* 

Ag#»sy travel «d trs:uipert«tioa 
ft current ststaa, it le sot feasible for the of the 
travel Branto (oonsiattog of □ position#} to be reduced sdthoat Jeopar- 
dising the Send of senrioe that asust be provided* is borne out 
by the foot that overtiee bee bee® neeoaaary during or as ft result of 
absences to ada tria work levele* flhils ms emew that %av®l Branch 
•bftff fitrajigtfe ee mil fta other staff re^uirjmftts eh**ttld be pBsrally 
based apes p&des established. by the 3 -.*•«*» of tli# Budget*. adequate 
all amns e t met be anAe iter Old sfsrstloao siaso they are aot oo^trable 
to functions provided ia sgfwrage (krmrmmt ageaeies* respect to 

Bureau of the Budget staffing ota&AsfAs* attention is invited to *£»t&de 
for A-p*eiaai of Staff lag Ma^irmaKito* Voucher tomtorafctiAat tatiritie** 
Fiscal fear 1ML* whito states that toe staffing standard* are a guide 
act iatonAtog to sot ft adatom or *» 2 &aM Isnft for a staff sagagod ia 
voucher «anUsMat ostiDit ies but* iMfeer* they are to be used as a 
level for staffing under eoadttiosa toish arc tool ia average Ckwetts- 
ioss& agessioa end the publication provides ft. measure Ibr coss^surlftofiu 
It Is also laALsnted that ag«aci»s asving large osOm of coa^l« 
veuCMrs or otoer sari&blm m&i fts ore set by CIA say ojsseed too 
level* prodded |» too ptollmticm* C«rt»4a of too yMull«ritiooi 
found lm processing -ravel accounts within CIA srei 


1« Abcae raftl wm&m of perswsent 


by i toraasijBg J_ 
neat agenoleftj^ 


of ®tatie% oocasl .>ncd 


oseiswfts opot4i.^i«ui* (Vot involved ia 


2* "Bepeat* tspevel ordisrs* (Haay trips baton yerfomsd ag&:. . at 
me order tom requiring « omeelidetooa of may trips on coo oosouat.) 

A*. Sxt«r,d©d. trips of Img daratioa usually Igmrlag aeay po .at#*- 

Anotoer itsn to bo total into oonsidorntica nith stuffing ro^dre- 
awbi erlooo toroa^i too enactomst of hdslie ton fl* fist Ooagr m f . 


vtolto pwradts towelets to procure ^ xt a * tortdnstod 
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each Instance of Standard Form rlO'U. 98 P r ®P*u*B»*on and processing in 
functions. 2 Wl. ^1034 and performing related accounting 

Tr^el^Lch f !° rk *** W established in the 

it w„ th9 aormal ai ^it functions, but 

** relating to 

nor • *- 

that *' r ~ T * 1 ° U»«al division coacur. in th. racoonaacd nti on 

JVTr"* ? trnnnportation raqu.«t. he tr«h.f.rr»d to th. S.rrt... 
M^.ion, hut f.»l. that thi. funotion i. . st .p hi Cr“n 

SS 2 ^“ oy traTel “ d uttu ’ dn ~*«nr >» **-AT 5 ? 

“ Wlth rM f“‘ t0 «» tnumT.r of th. tr.T.l ord.r 

t **■; a * r,iMs thi. off to. ;::r: t £r 

Sa.j’srsi l* ° f th * ?t “‘ i »i 3 ^ « r. ; x 

*°“ d iE Priaciple to have travel directed by the 

it is a technic Ian*' s jobVeo^iri^ T ^ f * Ct that 

1^w! I J <, S 1 di^tin <,t t‘ > ? f rtldnilig t0 tr * vel «d™iniTtration? ti The 

factions of directing travel, procuring and processing transportation 
retueste were originally placed within ?ho PiLal Diction lllTttZ* 

tZ^tl^o ^l,T a Jr,T d Fir***- “ ^ ^-uLT* 

we OTSOutive. returned to the Fiscal Division, leaving the function 

u g and processing transportation requests in the Services Division, 

fttra* 6b( 

^aetice to pi — , **— r* -»*«** ui cravax vouc 

i^vislon where the audit function is performed. A Kre>6t number of 

r r rir 4 r *■ t°°i oraar *2 «•*» » £X”“Xla- 

Division 9 of * worlc and subsequent typing by the Fiscal 

to la ? <* oUi ‘" in « Lrg. 

instances. Ho reduction in inquiries or requests for ex- 

li^h?^nt r th! r r,,C ® 1P !° ° thar «aPP°rtin 6 data can be foreseen, 
in the event the preparation function was assumed by the Fiscal Division. 

. i«S££w 60 WW ~ s * e discussions under 4c above. At oraaent *h«. 

JrsSSS sirJssr 1 t c r -•w.’ss&.x 

iBfe equipment will be explored. 


IffiW ~ K iB baii8V * d I* *««ld be an unsound business 
place the preparation of travel vouchers in the Fiscal 

ftUolt f UWA f 4 AM 4 mm « A 




^ | JO bU 


Approved For Release 2003/05/14 : CIA-RDP78-04914V 

SECRET 


UJkCc - 'CU 

•A00020( 


0200070014-4 


Approved For Relearse 2003/05/14 : ClS£CRO)4914AOO02OOO7OO14-4 




- ^ith. respect to the recomnsndation that the 
Payroll Branch he reduced by one payroll or audit clerk, attention is 
invited to our previoua « tat ament that the Agency is still under three- 
fourths of its authorised strength* ^ey increase in personnel obviously 
results in additional duties in the Payroll Branch and, generally, in 
other Branches within the Pis sal Division. Budgetary staffing require- 
* s ' l,! '^° ao « take into consideration, the post audit of foreign pay 
accounts and related documents as required by this Agency. In comparing 
CIA with other Government agencies of similar sis©, the Payroll Branch 
has a favorable ratio of staff strength in relation to the number of 
employees payrolled* Moreover , in considering staff strength, greater 
weight must be given the work load factors in CIA which are believed to 
be relatively larger and more complex than in other agencies. For 
**®mp!e, the percentage of change slips processed per pay period is 
m > of the employees payrolled whereas in other agencies it ia approx- 
imately 15;,. The turnover of approximately 20;£ per year of employees 
payrolled is also high compared to other agencies. 


MjKbv ” Representatives from 3CD, the Finance Division 
and the riaoal Divis ion discussed IBM possibilities with a representa- 
tive from the company and officials in the Bureau of Public Hoads 
^ where IBM equipment used in payrolling is installed). Mo formal 
proposal with respect to IBM use has been presented. 


fjsara* 6f (l)(a) - The messenger duties of the clerk now occupying 
position are merely incidental to his regular duties of mail 
file clerk and handling document distribution within the Fiscal Di- 
vision. The average time applied to messenger duties outside the 
Ageaey involve approximately one hour per day. «e have been informally 
advised that the BCD courier service can not furnish special couriers 
is connection with the pick-up of pay checks, travel advances and 
e ther rush items. Information was furnished, however, that QCD courier 
service might be available to accomplish the regular daily Treasury 
run but this still leaves the rush ltmas to be handled by the Fiscal 
Processing Branch clerk. 


F#** a. Of (1) (bj - This office ooncurs in the reocmmend&t ion that 
th ® domestic postage stamp procurement and issuance function be trans- 
ferred to the Services Division. Only a small amount of time has been 
required to carry out this function and therefore no significant effect 
upon the Fiscal Processing Branch work-load will foe realised by the 
transfer of the function to the Services Division. 

*-*?*» Sf(l)(c) - All publication items for which ^tftVVigeacy is 
charged and which are needed in the Fis oah i&I Fre procured through 
OCSfi, Because of the close working level liaison between Ms i’isoal 
Division and representatives of the Deparfl|)pi$ of ire#, ¥avy and 
State,, the Treasury Department, General Accounting, Of £Ue and the 

Bureau of the Budget, it is felt that items atktjUiib. from these 
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ectiviti©;? (at no oaat to t „ .. , 

P^ltlou. BuiMr ty flaMU^Sri.ioa'*” 7 **®“ r * a in » **• •«- 
=1«*. k. -d. i„ «,!. typ. 2 “ '”<**•«*”* “>•* -° 

tkla^TSTS^rl-: MinB » 1o . 

kw«fit oan ba foreaean la tnJSr ^4 7i **^ x f*>wieing Branch and no 
**• «*i.f, fiscal luUiaa. * r * rri ^ tlwJ ^Wtion to the Office of 

and ipo^reoiipt 1 ^ 0 !,* 2, * B<i courier mall ig opened 

«4 .1-1 U, i, owm4 ” d 5S« JS«L , X. 

thtt 2* **”■ con °“ r * i» th. raooamondation 

ba dlwaatiauad and thaTthl-r^ 1 iirLfif ir **^ tha niota#at Prices 
f«r eahh quarter, awrarerT^irii^^Si^^ th * allot *« nt 

Fi *o*l uiria ion, and it i* tmderstLrf fw duty ' *ff«stiag the 

follow the recommendation effective 1 duly lalo, G#t Staff lnt * nd * to 

••ra 7o tka aidgSF'fltaf f . I * a a matter of primary con- 
tiaaal form to yroeeee inl'araatf!^ * to create an addl- 
«el«%la* form, form Ho^32-s wold bj reiiaad * ht *® 00 *** 

f ® 6tUr# * * h ® « i* *«•«* to indicate 22£ £ *UtZ^T ^ 

raowiiSffiatl^ 1 ^ ooaoura lii the 

iafor«ati«w # be diet*! bated direntw fora ® containing similar 

quaatiotaR raised thereunder be oraaLt op * r * tin « *ad that 

th. fiaoai Oivision r^opLs J^lT! ^ *? ®* W#r * 4 *»■«* by 

the Ha ..I Diviai« wo u l/^ fl * ^iLwv ^ reports prepared by 
ted liaison use! fumiahed tha Budget Staff for budgetary 

di.euiied’in*o?her p^rtTtf ‘ Paragraph. have been 

-ei 2 22*2.22 22i«*«! 122,21*2“ T/ ' h “° 'V 1 ** u 

ass : i ii M Ci 2 * w r r *“* - ^^* 2 ==^ .ft? 

it »Mid ». 222w„2r22Lri“ p 2 tlas 1 i'’ ^ '’’’• r *«“s «i». 

?**?•*>«» filLi S22«l2w S22 ” r* »««— t 

*yy »;> «»t th. iw UlTl , lm .ut 3 e ? f th » 

adequately etaffed to h an dl a the worir 5»SrL.- 2?*“^ in " 

towards completion of ita f/o. ^\ji ^^o^\progreeaee 
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4« the survey and sta tenants of function* h»T« *>»ea wall received 
all conoaraad and It it believed the stiesion in general will prove 
ao»t banefiolal. The efforts of the Hanagasami Staff nr* ®inc*r*ly 
appreciated. 
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